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Creating Performance Assessments

This document is a quick-reference guide for supplier managers who need to create
performance assessments in the Arizona Procurement Portal (APP.) If you have any
questions, please contact the APP Help Desk at app@azdoa.gov. Additional resources are
also available on the SPO Website: https://spo.az.qov/.

Performance assessments measure the overall performance of a supplier, contract or order.
These assessments are measured through the results of questionnaires. These
guestionnaires are based off templates that are created by SPO. Each question in the
guestionnaire can have a different weightage based off its level of importance. After
creating a performance assessment questionnaire, you can assign it to evaluators who will
complete the questionnaire.

Creating a Performance Assessment

1. From any page in APP, navigate to the Suppliers drop-down menu and select Assess
Suppliers.

2. Select Score Supplier and choose the appropriate template for your assessment. For this
example, we will be selecting the Supplier Feedback template, as it is the most
common.

Score Suppliers

Supplier Feedback

ADOT Consultant Feedback|

3. You will be redirected to the assessment page. The Assessment Title and Creator field
will populate automatically. You can change the Assessment Title.

4. Update the Assessment Period (period of supplier performance being evaluated) and
Vendor fields. Select the Begin Date and End Date you would like to run this
guestionnaire. The Begin Date is when the Performance Assessment is active and the
End Date is when it will close.

RUIREMENTS DATES |

Assessment Title : |5uppher Feedback Test > Begin Date |smzms
End Date I
Description: ’ Autoclosure: []
Status - Creation in progress
Progress: [ 0%

AssessmentScore: O

Type : Supplier Assessment Created by - | AGGARWAL Payal
Agency -+ | Commadity
Attached file - [J] Click or Drag to add a file

Assessment Period : I

Vendors : |

5. Click Save. |

Now, the general information for the questionnaire is populated and we will begin editing
the information in the questionnaire. We will continue from this screen.

(continued on next page)
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Editing the Questionnaire

6. Navigate to the Questionnaire tab on the left side of the screen. You will see the
Supplier Feedback Template.

) Download in Excel 2007-2010 formar {xisx)
@) Download in Bxcel 97-2003 farmat (xis)
Drop here your questionnaire (in Excel format)
[ Click or Drag to acd a file

braview || Reperting Satup || Copy from... || +
Type Section/Question Scorin g Mode Scorin: g Type

= ~ Total costs of doing business

= bid cos £ or under cost expectations Selectvalue v Custom List

=& @ Are the « rates competit d o other provid SelectValue v Custom L

Quality of goods and services

= & Select Val V' Custom List
= @ SelectValue % Custom List
= SelectValue ™ Custom List
= SelectValue v Custom List
= SelectValue v Custom List
= Responsiveness in solving issues

Is the contractor available when services are requested? » Seleccva ustom List

ustom List

ustom List

ustom List

Technology

Does the contractor share in savings from utilizing innovative processes or improved technology? » SelectValue “  Custom List

7. If you want to edit the questionnaire in the system, you can click each field to edit the
title. You can use the buttons on the left to delete, move, edit or duplicate the
question.

Type Section/Question Scoring Mode  Scoring Type

= ¢ K Section ¥ Total costs of doing business -

L85 coring question v Did costs stay at or under cost expectations? b SelectValue “ Custom List

8.  Under Scoring Module and Scoring Type, you can customize how each question will be

Q
Type Section/Question Scoring Mode  Scoring T; O
= & & Section “ Total costs of doing business '
= [ Scoring question v Did costs stay at or under cost expectations? 4 -

9.  You have the ability to download the questionnaire in Excel, modify it, then upload it
back to APP. The downloadable Excel format has detailed instructions on how to
modify the questionnaire within Excel. Select the Download in Excel button and once

.« . . . O
yOU are fInIShedI CIICk or Drag to add a flle' ﬂ] Download in Excel 2007-2010 format (xIsx)
u_' Download in Excel 97-2003 format (xIs)

Drop here your questionnaire (in Excel format),

Il Click or Drag to add a file

10. Select the Preview button to see what the questionnaire will look like. Once you have
finalized the questionnaire, select Save. At this point, the questionnaire is complete
and ready to go. Next, we will add Evaluators to take the questionnaire. We will
continue from this screen.

(continued on next page)
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Assigning Evaluators

11. Navigate to the Evaluator tab on the left side of the screen.
12. Under Default Responder Rules, populate For, And, and Assign.

DEFAULT RESPONDER RULES e

For: «- | and: e | Assign = |MOr: « | +Addthe Rule & Re-execute Rules

13. Select Add the Rule. Then repeat as needed.
14. You can add evaluators in many ways.
* Assign a specific evaluator for a subsection by entering both into the rule bar and
clicking add role
* Add evaluator by role on a specific object
* The grid beneath the rule bar will populate with evaluators selected per section
so you are able to see what each evaluator is responsible for

DEFAULT RESPONDER RULES

r «s | and s | Assign s | OF: «o | 4 Add the Rule | & Re-execute Rules

= Rachel COWGILL will answer the guestions of Total costs of doing business for ACME

= Cyrus LAMBOTTE will answer the questions of All Sections for All suppliers

15. Once complete, select Open for Answers.

15

5l save

Now, evaluators will be alerted that they need to complete the questionnaire. Once all
guestionnaires have been completed, the system will automatically calculate the
performance score and close the questionnaire, by the designated end date.




